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JOB DESCRIPTION

BANK ASSISTANT SHOP MANAGER
DATE AMENDED
    
April 2021
AUTHORISED
   

Tracy Stanley
DATE FOR REVIEW  

January 2022
Title


-
Bank Assistant Shop Manager

Responsible To
-
Shop Manager

Line Management Responsibility: 
· 20+ Volunteers
Summary of the role:

To manage the day to day shop operation in the absence of permanent members of staff, this role could be executed in any of our Julia’s House shops over Dorset and Wiltshire. Effective engagement of the volunteer team to motivate them to achieve/ exceed targets and surpass customer expectations will be required.
	Area of Responsibility


	Key Tasks

	Maximise Sales

	In the absence of the Management Team - responsible for the effective day-to-day management of the shop

Analyse sales figures and take proactive approach to achieve/exceed sales KPI on the days when providing cover
Shop layout to be delivered as per space guidelines as set by the Area Retail Manager/ Shop Manager

Shop windows to be merchandised to entice the Customers in to shop. Displays to be themed and mannequins dressed to reflect the season

Shop environment to be clean, well presented and an aspirational environment achieved throughout the trading day in order to increase Customer dwell time

Rotate stock on a daily basis and remove from sale after agreed time limit (see schedule)

Ensure the sales floor is continuously refreshed to deliver high standards of presentation and visual merchandising

Ensure every Customer is greeted with a smile and that a high standard of service is achieved every time

All Customer queries are dealt with politely and promptly.

Maintain awareness of market trends and monitor what competitors are doing



	Finance
	Weekly takings report to be accurately completed and sent to HO within the set timescale

Drive Gift Aid performance in line with retail average

Administer gift-aid to the required minimum standard

Ensure that the cashing up process and procedure is followed at the end of each trading day and the banking is completed the following morning as per policy

Ensure that the guidelines for handling of all monies, including banking are adhered to at all times and that the correct monitoring procedures are in place.

In the absence of the Management team complete monthly reporting accurately and to timescale

All stationery and consumables are managed in a timely manner to ensure full availability at all times

	Relationships

	Co-operate with all staff in maintaining good relationships with outside agencies and the general public in order to uphold the image of Julia’s House and support for its work.

All Customer donations are to be welcomed with a thank you and a smile

Respectfully decline donations that are not accepted (See control document)

Maintain confidentiality in all areas of work at Julia’s House.

Contribute to a positive working environment


	Volunteer Management
	Support, manage and develop Volunteers. 

All applications to be processed through HR/Volunteer Coordinator 
Every volunteer to be inducted on all relevant aspects of the shop operation. 

Ensure the shop has the required amount of volunteer cover 
throughout the day

All volunteers to attend the mandatory H&S (including Fire and manual handling) on an annual basis

Notify HR/Volunteer Coordinator of any volunteers who:

· Leave

· Change of personal details including address

Ensure ALL volunteers sign in and out at the end of their shift

Ensure all volunteers are informed of the need to be security conscious

Create a culture where volunteers feel engaged and motivated to support Julia’s House



	Health & Safety

	Provide a safe environment that protects all staff, volunteers and customers

Ensure all shop staff and volunteers are aware of the Fire and Health and Safety regulations
Report any H&S, maintenance, accident to the Area Retail Manager and/ or Facilities Manager at HO

Stock rooms to be clean, tidy, organised and clutter free – gangways and stairs to be clear at all times
Ensure that shop staff and volunteers are aware of the Fire and Health and Safety and Trading Standards regulations
Under line management guidance, regularly update and maintain own knowledge of safety rules, fire drills, and internal security and accident procedures and adhere to these at all times
Work with Management Team to insure all volunteers are trained in how to use shop equipment

	Commitment to Julia’s House Team

	Represent positively the work of Julia’s House.

Contribute positively to good teamwork and uphold team values.

Attend Retail team meetings to understand and participate in wider team objectives.
Communicate efficiently to the team, leaving adequate handovers.

	Training & Personal Development

	Actively participate in appraisal system and attend training programmes to assist in personal development.

Participate in Shadowing and other learning opportunities across different Julia’s House teams. 

Fully competent in all aspects of Duty Management


This job description provides the main requirements of the post but is not exclusive.  The Board of Julia’s House Trustees reserves the right, after due consideration, to indicate a requirement to develop the services where appropriate.

This post will be evaluated and the post holder appraised at regular intervals, when objectives will be set and monitored.
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